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APPENDIX B 
 

SKETCH PLAN 
SUBMITTAL CHECKLIST 

 
 

NOTE: THIS CHECKLIST REPRESENTS THE MINIMUM INFORMATION 
TO BE SUBMITTED ON A SITE PLAN.  ADDITIONAL 
INFORMATION MAY BE REQUIRED FOR UNIQUE SITUATIONS. 

 
 COMPLETE THE CHECKLIST AND SUBMIT IT WITH THE PLAN.  IF 

AN ITEM IS NOT APPLICABLE, ENTER “N/A”. 
 
 

1. Location map,         
 
2. Boundary,          

 
3. Topography,         

 
4. General proposed land uses drawn to scale, and     

 
5. The Forest Stand Delineation as detailed in the Town of     

Easton’s Forest Conservation Ordinance. 
 

6. The location of any easements, rights-of-way or any other    
encumbrances which pertain to the property subject to 
the site plan review. 
 

7. Conditions of concern, for example, water courses, wetlands,   
floodplains, or other environmentally sensitive features. 
 

8. Location of refuse collection, exterior lighting, fencing, and   
all pedestrian walkways and sidewalks. 
 

9. General location and description (r.e. intended function,    
proposed species, etc.) of proposed landscaping. 
 

10. Location of parking including layout and landscaping.    
 

11. Conceptual building elevations or renderings illustrating the   
character, scale, and materials of all proposed structures. 
Such elevations or renderings shall be sealed by a licensed 
professional as described above. 
 

12. A statement describing the extent to which the application   
complies with the Recommended Design Principles for 
Easton set forth on pages 29-31 of the Comprehensive Plan.
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DEVELOPMENT SITE PLAN 
SUBMITTAL CHECKLIST 

 
 

NOTE: THIS CHECKLIST REPRESENTS THE MINIMUM INFORMATION 
TO BE SUBMITTED ON A DEVELOPMENT SITE PLAN.  
ADDITIONAL INFORMATION MAY BE REQUIRED FOR UNIQUE 
SITUATIONS. 

 
 COMPLETE THE CHECKLIST AND SUBMIT IT WITH THE PLAN.  IF 

AN ITEM IS NOT APPLICABLE, ENTER “N/A”. 
 

1. Vicinity map showing relationship to surroundings,  including   
existing, proposed, or mapped streets within 1,000 feet and 
municipal boundaries within 1,000 feet of the tract. 
 

2.  Each sheet numbered and the relationship shown to total    
number of sheets. 
 

3.  Dimensions in feet and decimal parts.      
 

4.  North arrow.         
 

5.  Boundary survey or survey of record of the property showing   
courses, distances and area. 
 

6.   Detailed plans drawn at a scale that is legible, preferably on    
one (1) sheet. 
 

7.   Existing contours with intervals not more than one (1) foot.   
Elevations shall be based on NAVD88 datum (include 
benchmark on plan). 
 

8.   Location, width and names of existing platted streets or other   
public streets, railroad and utility rights-of-way, parks, open 
space areas, and municipal corporation lines within or  
adjoining the tract. 
 

9. Proposed public improvements, highways, or other major    
 improvements planned on or near the site. 
 

10. Rights-of-way for all drainage purposes and utilities    
        
11. All existing and proposed utilities, including location, grade   

and size of, service entrances, meter locations, transformer 
locations and sizes of mains: 
 

a) Storm drain (including invert elevations and profiles).   
b) Sewerage facilities (including invert elevations and    
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profiles). 
c) Catch basins.        
d) Drainage ways, channels.       
e) Pumping Stations.        
f) Water mains.        
g) Streetlights.        
h) Electric, telephone, and/or cable television lines.    
i) Fire hydrants.        
j) Direction of, distance to and size of nearest water mains   

and sewers if not located on or adjacent to the site.  
k) Gas         

 
   12.  Conditions on adjoining lands; direction and gradient of      

 ground slope, embankments, retaining walls, railroads and 
 towers or other influences when identified by the applicant 
 or Town Planner to be of concern. 
 

13.  Locations of all existing or proposed buildings, structures,      
parking facilities and other improvements.  Submission   

 shall include a scale dimension from the property line 
 to the proposed building.  
 

14.  If alteration is made to an existing building, structure, or       
other improvement, dotted lines shall denote features or  

 locations to be abandoned and solid lines shall denote 
 proposed features.  
 

15. Building setback lines.        
 
16. Signature and seal of licensed surveyor, registered professional   

engineer, registered architect, registered landscape architect 
or planner (AICP), responsible for the accuracy of the site 
plan. 
 

17. Drainage calculations and certification.      
 
18. Legend which clearly indicates existing and proposed     

improvements and natural features.  The legend or title 
block must include the following information: 
 

a) Zoning district. 
b) Tax map and parcel number. 
c) Developer’s name and address. 
d) Owner’s name and address. 
e) Scale. 
f) Date of drawing; date and type of revisions. 
g) Utility symbols. 
h) Name of projects. 
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19. Notes which identify:        
 

a) Board of Appeals’ case number/approval date 
(if applicable). 

b) Projected building schedule: 
i. Start 
ii. Finish 

c) Number of parking spaces 
i. Existing 
ii. Proposed 
iii. Required 
 

d) Number of residential units by type (if applicable). 
 
e) Residential density in units per acre (if applicable). 
 

20. Location of refuse collection, exterior lighting, fencing, and   
all pedestrian walkways and sidewalks. 
 

21. The location, size, height, number, and orientation of all    
of all proposed signs. 
 

22. Landscaping plan and legend prepared in accordance with   
Section 615 of this Ordinance. 
 

23. If residential development, include homeowner’s association   
documentation when common open space and buffer 
areas are provided. 
 

24. Certificates and statements.       
 
25. Sedimentation and erosion control plan.      

 
26. The Forest Conservation Plan and Forest Conservation    

worksheet shall be submitted in accordance with the 
provisions of the Town of Easton’s Forest Conservation 
Ordinance. 
 

27. Renderings or sketches which accurately depict the     
architecture of any proposed structures. 
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SITE PLAN REVIEW CHECKLIST FOR TRAFFIC ISSUES 
 

The following checklist is intended to be used to assist communities in reviewing transportation 
related issues during site plan review.  These standards could be added to the zoning ordinance, 
as appropriate.  The standards are from many of the reference materials used in preparing the 
handbook.  The standards may need to be tailored to a particular community or situation. 
 
OFF-SITE CIRCULATION & ACCESS 
 
The distance between the driveway and adjacent intersections or other driveways    
meets standards (these access standards can be in the road agencies code/rules or 
the zoning ordinance).  Spacing based on posted speed limits is common. 
(example – 230 feet spacing for 40 mph). 
 
Driveway is aligned with driveways across the street or offset at least 150 feet apart   
for local and collector roads, or 250 feet apart along arterial roads (or other 
specified access management standards). 
 
Driveway design is sufficient for the type of traffic expected and site conditions.     
This includes reviewing the need for a by-pass lane, center turn lane, deceleration 
lane, deceleration taper, and width and number of ingress/egress lanes. 
 
If site access is available via a side street or service drive, access to an arterial should   
be limited or discouraged, where appropriate. 
 
Is the length of the driveway sufficient to provide storage for vehicles waiting to    
enter or exit without creating conflicts? 
 
Driveway radii for both inbound and outbound are sufficient to accommodate the   
types of vehicular traffic that is expected to enter the site (typically 25-30 feet). 
 
Is the driveway grade too steep?  Driveways or circulation roads should not have    
grades in excess of two percent near the main roadway approach. 
 
Ensure that pedestrian crossing is addressed, if appropriate, at all site driveways.    
 
If a boulevard design is used, carefully review island design including width, length,   
and radii.  Also driveways likely to be aligned or nearly aligned with an existing or 
future driveway on the opposite side of the road should typically not include a 
median/island. 
 
Is sight distance at the proposed driveway location sufficient?  Will proposed signs   
and/or landscaping obscure sight distance? 
 
Is this a location where a shared driveway, frontage road, rear service drive or     
connecting parking lots would be appropriate?  Are such facilities recommended 
in a corridor plan, master plan or zoning ordinance? 
 
Setbacks from future rights-of-way should be noted.  Is a right-of-way dedication    
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or preservation desired? 
ON-SITE CIRCULATION (including pedestrians) 
 
Minimize conflicts near entrances, such as cross traffic, through the use of     
landscaped islands.  Islands can also be used judiciously to control and slow 
traffic maneuvering through a large parking lot. 
 
Where public transit, school bus, or semi-truck traffic is expected, insure that the    
site designer has provided adequate internal radii to accommodate trucks or transit 
vehicles without conflicting with circulation or parking (check using a turning 
template – a transparent diagram to scale which illustrates the turning radii for 
different types of vehicles).  Review of emergency vehicle accessibility should 
also be completed. 
 
Ensure that traffic backing out of parking spaces does not conflict with traffic on    
circulation roads. 
 
Where islands are used at the ends of parking rows, the design should discourage    
vehicles from backing out into major traffic aisles. 
 
Parking Island Design – The radii of parking islands should be shown to ensure    
vehicles can easily move through the parking lot.  The depth of parking islands 
should be about two feet less than the depth of the adjacent parking space. 
 
Generally, intersections within the parking lot should be no more than three-way    
intersections and at most four-way.  Avoid intersections with five or more  
approaches. 
 
Pedestrian circulation should generally be down the aisle (parallel to) or provided    
through separate facilities. 
 
Minimize vehicular conflicts for pedestrians near building entrances.  Traffic lanes   
should not abut the building; a protected area for pedestrians should be provided. 
 
Ensure that there is sufficient room to maneuver to pick up dumpsters without    
backing into vehicles parked on the opposite side of an aisle (again, use a  
turn template). 
 
For drive-through facilities, ensure that the drive-through lane does not conflict    
with maneuvering from parking spaces or traffic circulation.  Are the number of 
stacking spaces on site adequate to accommodate expected queues? 
 
Maximum cul-de-sac length should be considered.  Community standards range    
typically from 600 feet to no maximum.  ITE recommends a maximum length of 
1500 feet for low density development (up to 2 dwelling units/acre), 1000 feet 
for medium density development (2.1-6 units per acre) and 700 feet for higher 
density developments.  Some communities and agencies in Michigan specify a 
maximum number of units which can be served by a single access point (usually 
25-50 units). 
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PARKING AND LOADING 
 
Parking lots should be shared to reduce parking area where the types of uses and    
their parking demand patterns make this possible. 
 
Are the required number of barrier free and regular parking spaces provided?  Do   
their dimensions meet ordinance requirements?  While most ordinances address 
minimum parking, some communities also consider the maximum parking needed. 
Often, parking lots are over designed leading to excessive storm water runoff and 
poor aesthetics. 
 
Does sufficient space exist for snow storage?        
 
Parking bays or aisles should be aligned perpendicular to the building.  This provides   
better safety for pedestrians rather than walking between parked vehicles. 
 
Is barrier free access adequate?          
 
Is the loading/unloading area large enough and functionally designed with the proper   
surfacing materials?  Is it separated from through traffic lanes? 
 
Loading areas and loading docks should generally be on the rear or side of the     
building not visible to a residential district or the public street. 
 
NON-MOTORIZED FACILITIES 
 
Provision for non-motorized facilities (sidewalks and bike paths)      
 

 adequate width (suggest minimum 5 feet along local streets, 6-7 feet along 
arterial streets) 

 acceptable grade 

 alignment where sidewalk crosses driveway 

 connection between the street sidewalk and building entrances 

 barrier free requirements 

 consideration of pedestrian connections between residential developments 

 convenient pedestrian ways to on-site or nearby bus stops 
 
Provisions for transit facilities (if appropriate)        
 

 if there will be on-site transit service, adequate turning radii should be illustrated 

 location of bus shelters or drop-off areas 

 for larger projects, request written comments from the transit agency 
 
Pedestrian access across sites is typically overlooked along commercial strips.    
Pathways worn into the turf by pedestrians may demonstrate a need.  If sidewalks 
are not needed at the present time, but may be needed in the future, consider 
requiring a bond issue for future sidewalk construction. 
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